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[bookmark: _GoBack]PTSA CHECK REQUEST FORM	
                                                                                                          		
DATE:				 ____________________
DATE NEEDED BY:		 ____________________
CHECK REQUESTED BY:		 _____________________________
MAKE CHECK PAYABLE TO:	 _____________________________
DELIVER CHECK TO:		PTSA MAILBOX  ☐	STAFF MAILBOX  ☐	MAIL TO  ADDRESS BELOW  ☐	
ADDRESS: 			____________________________________________________
____________________________________________________

ITEM / DESCRIPTION: (ATTACH RECEIPTS TO FORM)                                       		AMOUNT:
_________________________________________________                        _________________
_________________________________________________                        _________________
_________________________________________________                        _________________
_________________________________________________                        _________________
_________________________________________________                        _________________
                                                                                                               			
TOTAL: _________________

________________________________                           ________________________________             
SIGNATURE                                                                     		  PRINT NAME

Place in PTSA box when completed.  Thank you!


PTSA USE ONLY:

DATE PAID: ___________________________________
CHECK #: _____________________________________
AMOUNT: ____________________________________
BUDGET REFERENCE: ____________________________
INITIALS: _____________________________________
NOTES: ______________________________________
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